DEPARTMENT OF GENERAL SERVICES

Records Management Division Schedule
DGS - 550 - 1 No 1236
REV. 7/86 RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No.1l of "2
Maryland Office on Aging Division: Long Term Care
Agency Division
Item
No. Description Retention
1 General Information Files
These filles contain information about long term care Retain for 1 year, then
issues and services both within and outside of screen and destroy outdated
Maryland information
2 Division Administration
These files contain information relevant to the Retain for 1 year then
management of the division programs, including budget screen and destroy any files
information, staff assignments, etc. not needed for normal
business or as archival
material
3 General Correspondence Files
These files contain correspondence produced and Retain for 1 year, then
received by the division. screen and destroy documents
not needed for normal
business
4 Senior Coordinated Community Care (SCCC) files

.
-

Schedule Approved by Department, Agency
.or Division Representative

2he/ze S e

These files contain information essential for the
the operation of the SCCC program.

Public Guardianship Program Files

These files contain information needed for the
operation of the Public Guardianship program.

Public Guardianship Client Files

These files contain medial, psychological and other
information about persons for whom the Director of
the Office on Aging is the court-appointed
guardian of the person, or is expected to be
appointed Guardian of the Person.

Ombudsman Program Files

These files contain information about the operation
of the Maryland Long Term Care Ombudsman Program.

Ombudsman Complaint Files

These files contain written records of complaints
filed by or on behalf of nursing home residents.
Information is confidential.

- continued-
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Signature

Tltle { Date

Schedule Authorized b

Retain 3 years, then screen
and destroy files not needed
for program operation or
archives

Retain 3 years, then destroy

Retain permanently. Transfer
periodically to state
archives.

Retain 3 years, then destroy

Retain Permanently.Transfer
periodically to state.
archives.

Signature




Schedule
No. 1236
RECORDS RETENTION AND DISPOSAIL SCHEDULE Page
{Continuation Sheet) No of 2
9:-
No. Description Retention
9 Senior Life Enrichment Program Files

These files contain information necessary for the
operation of the Life Enrichment Program.

-Last Item-

Retain for 3 years, then
destroy

-,
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INSTRUCT IGMS. - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

Ihsvuxoluxom:sauzs.romnmn
] WiTH RECORDS RETENTION SCHEDULE
GS 350-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 oF 9

| 1. DEFARTMENT/AGENCY

lMaryland Office on_Aging

2. blvision

Long Term Care

3. lNIT

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL A8 RETENTION AND DisPros

AND USED AS A UNIT PFOR
OH PURPFOSES

v

General Information Files

5. EARLIEST YEAR/LATEST YEAR
1987 o 1990

i
i
)
i
i 4. RECORD SERIES TITLE
i
¢
1
!

6. RECORD SERIES DESCRIPTION (BRIKPLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENTS/PORHS FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE BZRIZS)
These files contain information about long term care issues and services,

‘4N THE SERIES.

both within and outside of Maryland.

7. RECORD SERIES FORMAT(S) 8.
K LETTER SIZE O MICROFILM
LEGAL S3ZE "0 COMFUTER TAPE
‘souun BoOoK O FLOPPY Dl_sk
O AuDlo TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHABETICAL

0 NUMERICAL

O cHRONOLOGICAL,

O GEOCRAPHICAL

8 orHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
O MICROFILM REEL(S)
FG%EE_GcowantR TAPE(S)
O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION
¥ FiLE DRAWER(S)

O MICROFILM REEL(S)

- category ROksER O COMPUTER TAPE(S)
O orvrp(speciEY)
1l. ciLE 1S USED 12. FILE BECOMES INACTIVE AFTER
B palLYy 0 vEEKQY O MONTHLY Rm]\!szw O monmH(S) X YEAR(S)

13. CURRENT LOCATION{S) {BLDG.,FLOOR,RROOM)
- 301 West Preston
Room 1004

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r YEZS, SPECIPFY 2.GENCY OR OFFICE)
O vyes B no

ACCESS RESTRICTIONS Q yEs & Nno
{ir-vyzo, ci1Ts LAN{B) & rRecuiLATION(S)
- *

13.

16. AUDIT REQUIREMENTS

8 Nonm O STATE O FEDERAL O (NDEPENDENT
T T —e

17. 1S AN INDEX SYSTEM USED? (1r vyES.mOPLAIN

BRIEFLY AKND DESCRIBE ANY HA"DIARE,SOPTHARE)

-

Qyes & NO

18. RECCMMENDED RETENTION

Retain for 1 year, then screen and

destroy outdated information
<

19. NAME AND TITLE OF PREPARER
Suzanne Bosstick
Chief,» Long Term Care

20,

TELEPHONE NUMEER

301-225-1083

21. DATE

5/10/90

~frQ ®gn.a POFUISEA Y/AT)




INSTRUCY IGMY - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR
REVISED RECORD SERIES. FORWARD

550-1)

RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGCEMENY DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.O. BOX 2753

PACE _2 ofF 9

1 . DEFARTMENT /AGENCY

Maryland Office on Aging

JESSUP, MARYLAND 20794
2. DlvisSionN

Long Term Care

3. WNIT

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPrOS

AND USED AS A UNIT POR
ION PURFOSFS

o . .
4. RECORD SERIES TITLE

Division Administration

5. EARLIEST YEAR/LATEST YEAR
1986 101990

s on g wme

programs,

‘IN

THE SERIES.

staff assignments,

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENTS/FOR“S FroUND
INCLUDE THME PURPOSE OR FUNCTION OF THE 8!?!:5)

These files contain information relevant to the management of the division's
including budget information,

etc.

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFIIM
LEGAL SI2E "D COMFUTER TAPE

0O pounD BOOK O FLOPPY Dysk

0O AuD1O TAPE O VIDEO TAPE

0 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL

O CHRONOLOGICAL

9. VOLUME

B FILE DRA¥ER(S)
O MICROFILM REEL(S)
é%é%rllcaanntn TAPE(S)
) O OTHER(SPECIFY)

0 GEOCRAPHICAL

& OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
O MICROFILM REEL(S)

10.

4
category :%14‘5?5'0 COMPUTER TAPE(S)
O oxHER(SPECIEY)
1'- FiLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
R pAlLY O ¥EEKLY O MONTHLY mﬂm'zh- O MONTH(S) R YEAR(S)

‘ 301 West Preston
Room 1004

13. CURRENT LOCATION({S) {BLDG.,FLOOR,ROOM)

14.

f1r ves,
O YEs ¥ No

1S RECORD SERIES DUPLICATED ELSEWHERE?
SPECIFY 2.GENCY OR OFFicCE)

1S. ACCESS RESTRICTIONS

Q yes
{1r vyen, cive tan{s) & rRecuLaTiION(S)
. [ 4

B no

16. AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL O INDEPENDENT

17.

0yes & no

IS AN INDEX SYSTEM USED? (1yr vEs.2)rLalN
BREIEFLY AND DESCRIBE ANY ﬂAnDIARE/SOFTuARz)

material

RECCMMENDED RETENT ION

Retain for 1 year then screen and
destroy any files not needed for
normal bésiness or as archival

19. NAME AND TITLE OF PREPARER
Suzanne Bosstick
Chief, Long Term Care

20. TELEPHONE NUMEER

301-225-1083"°

21. DATE
5/10/90

VY SN .| N AVERNI . 2 /a3 )




INSTRUCY IGRIL - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTOURY

REVISED RECORD SERIES. FORWARD

7278 WATERLOO ROAD

Maryland Office on Aging

Long Term Care

TH RECORDS RETENTION SCHEDULE P.O. BOX 273
X Pace _ 3 or 9
$50-1) JESSUP, MARYLAND 20794
z :
1. DEFARTMENT /AGENCY 2. DIVISION s.

wNIT

CEF INITION - RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND Dispros

ITION PURPOSEY

—
i 4. RECORD SERIES TITLE

General Correspondence Files

5. EARLIEST YEAR/LATEST YEAR
1986 710 1990

!
]
{
1
i

6. RECORD SERIES DESCRIPTION ‘BRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORKS FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE GR FUNCTION OF THE 8!1’.’!!5]

These files contain correspondence produced and received by the division.

7. RECORD SERIES FORMAT(S) 8.
# LETTER S1ZE O MICROFILM
LEGAL SIZE ‘0O COMFUTER TAPE 0 NUMERICAL
O BoUND BooK O FLOPPY Dysk
O AuDlO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY) '

RECORD SERIES SEQUENCE

D ALPHAEETICAL

0 cHRONOLOGICAL
O GEOCRAPHICAL

¥ OTHER(SPECIFY)

9. VOLUME

8 FiLE DRAWER(S)

O MICROFILM REEL(S)
__£_~!quwnnsn'n3f(s)
NUMEER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT ION

X FILE DRAWER(S)
O MICROFILM REEL(S)

category RUKsER O COMPUTER TAPE(S)
Uonfaumzeux;_____
11 FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER I
. 8 paiLy 0 wEEKLY O MONTHLY O MONTH(S) 0 YEAR(S) I
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? l
|

+ 301 West Preston tir yes, sreciry saency or orFrice)
Room 1004 O vyes B no
$15. ACCESS RESTRICTIONS 0 YES R NO 16. AUDIT REQUIREMENTS iy ’;;\';‘:“: o

(sr vyes, c1ve Lan{s8) & recuLaTION(S)
. [ 4

+ R

$7. 1S AN INDEX SYSTEM USED? [1»r vyEsS.E>rPLAIN

BRIEFLY AND DESCRIBE ANY KA"'D!ARE,SO'TWARE }

Ufzs ¥ NO

i NonE O STATE DI%DEWH. O INDEPENDE

v E]
RECCMMENDED RETENT ION N f
Retain for 1 year, then screen and
destroy documénts. not needed for
normal b951ne%s R

EERT I
15 e ' 2
< ey

e S

19. NAME AND TITLE. OF PREPAKER
Suzanne Bosstick

Chief, Long Term Care

20,

225-1083

TELEPHONE NUMEER

21. DATE

5/10/90

~e,e axn a4 [Cevicrn 2/871)




INSTRUCT IGPIL. - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTORY

Maryland Office on Aging

Long Term Care

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
RECORDS RETENT 10N SCHEDULE P.O. BOX ‘273 1 9
550-1) JESSUP, MARYLAND 20794 Pace oF

1. DEFARTMENT/AGENCY . 2. DIVISION s. waT

‘Communitv Care

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND pDisros

AND USED AB A UNIT POR
LON_PURPOIES .

!
i 4. RECORD SERIES TITLE
i

Senior Coordinated Community Care (SCCC)

Files

3. EARLIEST YEAR/LATEST YEAR
1987 10 1990

! 6. RECORD SERIES DESCRIFPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/'OR‘!B rouUND

‘IN

THE SERIES.

INCLUDE TMHE PURPOSE OR FUNCTION OF THE BET’IZS)

These files contain information essential for the operatlon of the SCCC program.

7. RECORD SERIES FORMAT(S)
LETTER S1ZE 0 MICROFILM
'iiL:gM.Slnz'ClcaumnER'DUE
0 pounD BOOK O FLOPPY DISK
0 Aublo TAPE O VIDEO TAPE

8 oTHER(SPECIFY)

computer hard drive

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL
D NUMERICAL

O CHRONOLOGICAL,

9. VOLUME
X FILE DRAWER(S)
) O MICROFILM REEL({S)
24 O COMPUTER TAPE(S)

UM
NUMBER O orHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
X FILE DRAYER(S)
O MICROFILM REEL(S)

RURBER O COMPUTER TAPE(S)
O omrR{SPECIFY)

10.

$1. FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
& palLy O wEENKLY D MONTHLY 3 O MONTH(S) B YEAR(S) |
13. CURRENT LOCATION(S) {BLDG.,FL.OOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

' 301 West Preston
Room 1004

tir yes
0 YEs %’NO

SPECIFY 2.GENCY OR OFFice)

15. ACCESS RESTRICTIONS

C yes
(sr veo, cives Law{8). & recutaTiION(S)
. ®

X No 16.

AUDIT REQUIREMENTS

K NonE O STATE O FEDERAL O [NDEPENDENT

17.

- -

ogyes 8 wno

1S AN INDEX SYSTEM USED?! (tr vES8.E)PLAIN
BRIEFLY AND DESCRIBE ANY MANDUARE/SOFTWARE)

RECCMMENDED RETENT ION
Retain 3 years,
destroy files not needed for program
operatiorf or archives

then screen and

NAME AND TITLE OF PREPARER

Suzanne Bosstick
Chief, Long Term Care

18.

20. TELEPHONE NUMEER

301-225-1083

21. DATE

5/10/90

r aSea la g )




INSTRUCY 1GRIL - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES, FORWARD

RECORPS RETENTION SCHEDULE

$50-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 5 ofF 9

1. DEFARTMENT /AGENCY

Maryland Office on Aging

2. plvision

Long Term Care

3. WNITphstitutional/
" Protective Service

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDES NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPrOS

AND USED AB8 A UNIT FOR
ITION PURPOSES :

—
4. RECORD SERIES TITLE

-

Public Guardianship Program Files

5. EARLIEST YEAR/LATEST YEAR'

1976 1o 1990

H
]
!
1
i

BRIX D
6. RECORD SERIES DESCRIPTION ( FLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORKS FOUND
IN

THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THE 5!?!!5)

These files contain information needed for the operatlon of the Public

Guardlanshlp program.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
0 LETTER S1ZE O MICROFILM 0 ALPHAEETICAL B FiLE DRA¥ER(S)
O MICROFILM REEL(S)
EGAL S1ZE ‘D COWFUTER TAPE 0 NUMERICAL 4 O COMPUTER TAPE(S)
X NUMBER
0 B BOOK O FLOPPY DISK 0 CcHRONOLOGICAL, U OTHER(SPECIFY)
a (a] 0 geocrAPHI
AUDIO TAPE VIDEO TAPE GE CAL 0. Ace Tion
0 OTHER([ SPECIFY) XX OTHER( SPECIFY) R FILE DRAWER(S)
- 1/2 O MICROFILM REEL(S)
category RUNMBER D COMPUTER TAPE(S)
O oTHER|{SPECIEY])
1. FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER{Permanent) i
B paiLy 0 EEKLY O MONTHLY ROMEEE: .° MONTH(S) O YEAR(S) |
§3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

.

301 West Preston Street
Room 1004

t1r yes, sreciry saency on orrice)
avyes 8 Nno

ACCESS RESTRICTIONS O yEs GEno
{1r veo, ciTx Law(s]) & rEguLaTION{S])
. [ 4

15.

16. AUDIT REQUIREMENTS

R NoNE O STATE O FEDERAL DO [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.E)PLAIN

BRIEFLY AKD DESCRIBE ANY HAND.ARE,SOFT'ARE)

18, RECCMMENDED RETENT ION

. . Retain 3 years, then destroy
0 YEs £ NO < _—
19. NAME AND TITLE OF PREPARER 20, EPHONE NUMEER 21. DATE
Suzanne Bosstick 301 225 1083 5/10/90

Chief, Long Term Care




ISTRUCY 1G0IL - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 273 " pace 6 oF 9
$50-1) JESSUP, MARYLAND 20794 ' —

AGENCY RECORDS INVENTORY

1. DEFARTMENT JAGENCY

Maryland Office on Aging

2. DIvisionN

Long Term Care

3. WIT Institutional/’
Protective Service

A GROUP OF RELATED RECORDS NORMALLY FILED sSE
CEFINITION-RECORD SERIES- ! AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES hd

4. RECORD SERIES TITLE

Public Guardianship Client Files

5. EARLIEST YEAR/LATEST YEAR
1980 o 1990

R

4N THE SERIES.

BRIXFLY DESCRIBRE THE TYPES OF INFORMATION/DOCUME rou
6. RECORD SERIJES DESCRIPTION { \ TiOoN/DOC NTS |FORMS SND

INCLUDE THE PURPOSE OR FUNCTION OF THE 8!!7.'3!5)

These files contain medial, psychological and other informaton about persons for

whom the Director of the Office on Aging is the court-appointed guardian of the
person, or is expected to be appointed Guardian of the Person

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME

0 LETTER SIZE O MICROFILM

LEGAL S1ZE "0 COWFUTER TAPE
0 pound BOOK O FLOPPY DISK
O AuD!O TAPE O VIDEO TAPE

O OTHER({SPECIFY)

X ALPHABETICAL
0 NUMERICAL

0 CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

X FILE DRA¥ER(S)

O MICROFILM REEL(S)

3 O COMPUTER TAPE(S)
NUMBER o orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
B FiLe DRAYER(S)

O MICROFILM REEL(S)-
F;'u;iazﬁ O COMPUTER TAPE(S)

O oTHER(SPECIFY)

$1. FiLe 1S uUsED

0 palLy O $EEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER (termination)

O MONTH(S) O YEAR(S)

x:.cumvan-Lccarum(s)(sLoc”rxoanxnu)
* 301 West Preston Street

ti1r vyrs, sreciry saency or orrice)

!
|
14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? !
O vyes 8 NO I

15. ACCESS RESTRICTIONS Oyes Ono
{1r veo, cive Law(s) & recuiarion(s)
[ J

State Gov't Art. Title 10

16. AUDIT REQUIREMENTS

o s o WSO ) WD S (ZOTE T

B} NonE O STATE tthqsnng*ﬂ#lNDaPﬂuENT

17. IS AN INDEX SYSTEM USED? [(iPFr YES.EDPLAIN

BRIEFLY AND DESCRIEBE ANY HANORARE/SOPTWARE)

Oyes & wno

18. RECCMMENDED RETEN-;TIW

Retain permanently. Transfer
periodically to sState archives.
<

v e

- e T M RN

PRSIV
prappy &

- - s o wGe T dust T er .-

19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER :

Suzanne Bosstick
Chief, Long Term Care

301-225-1083

21. DATE

5/10/90 !




INSTRUCY IGHL. - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
$50-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTURY

7273 WATERLOO RQAD
P.O. BOX 278

pace 7 oFr 9

1. DEFARTMENT /AGENCY

Maryland'Office on Aging

JESSUP, MARYLAND 20794

2. plvision
Long Term Care

s. it Institutional/
Protective Service

CEFINITION-RECORD SERIES.” 97OV

REFERENCE AS NELL A RETENTION AND DISpPOs

OF RELATED RECORDS NORMALLY FILED

§ . .

4. RECORD SERIES TITLE

Ombudsman Program Files

AND USED AB A UNIT PFOR
LTION PURFOSES :

5. EARLIEST YEAR/LATEST YEAR
1984 1o 1990

6. RECORD SERIES DESCRIPTION (aalxruv DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /| FORKS FOUND

IN

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE 8!!"!!8)

THese files contain information about the operatlon of the Maryland Long Term

Care Ombudsman Program.

7. RECORD SERIES FORMAT(S)

X LETTER SI1ZE D MICROFIIM

‘I'quu.SIZE

0 BOUND BOOK

‘0 COMFUTER TAPE
O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER{SPECIFY)}

8. RECORD SERIES SEQUENCE
X ALPHABETICAL
0 NUMERICAL

O CHRONOLOGICAL

9. YOLUME

X0 FILE DRAWER(S)

O MICROFILM REEL(S)
11 __ O comPuTER TAPE(S)
NUMPER O otHER(SPECIFY)

0O GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION

O FILE DRAYER(S)

O MICROFILM REEL(S)
Kulser O COMPUTER TAPE(S)

10.

O oTHER(SPECIFY)

11. FiLE 1S USED 12. F(LE BECOMES INACTIVE AFTER
X paiLy O WEEKLY 0 MONTHLY O MONTH{S 0 YEAR(S
- NUREER (s (s)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) - 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

+ 301 West Preston Street
Rm 1004

SPECIFY 2GENCY OR OFricE)

ACCESS RESTRICTIONS 0 yes
{ir vyzo, civx Law|s) & rEcuLAaT
. »

6er vrs
O YeEs NO
a no 16. AUDIT REQUIREMENTS
tonls)

% NONE O STATE O FEDERAL D [NDEPENDENT

17. IS AN INDEX SYSTEM USED? {1y yes.2xrLAIN is.  REc €D RETENT1on
BRIEZFLY AKND DESCRIEBR ANY MFD'AREI SO'T‘AFE) : ]
: o ‘ Retain 3 ' years, then destroy
Cyvyes X no _— .
19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
stick
gﬁfg?neLgﬁé Term Care 301-225-1083 5/10/90

qen 4 (PeylSEn _2/A87 0




LNSTRUCYIGHL - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NE¥W OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTOURY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO RQAD

RECORDS RETENTI1ON SCHEDULE P.O. BOX 273 -

_ Pace 8 of 9

$30-1) JESSUP, MARYLAND 20794 —_— O

1. DEFARTMENT/AGENCY 2. plvision 3. WIT Institutional/
. . . Pro i i

Marvland Office on Aging Long Term Care tective Services
DEFINITION -RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT POR

REFERENCE AS WELL AS RETENTION AND DISPOS|ITION PURPOSES .

r . ;
i 4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR
4
1 . .
: Ombudsman Complaint Files 1376 7To 1990
1
| 6. RECORD SERIES DESCRIPTION ‘BRIIFLY DESCRIBE THE TYPES OF lurcmrlou/nocuu:u'rs/romu FroUND
‘IN THE SERIES. R INCLUDE THE PURPOSE OR FUNCYION OF THE SErIES )

These files contain written records of complaints filed by or on behalf of
nursing home residents. Information is confidential

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM X ALPHAEET I CAL % FiLe DRAYER(S)
D MICROFILM REEL(S)
EGAL S1ZE 'O COMFUTER T_APE O NUMERICAL 2 O COMPUTER TAPE(S)
MNUMBER
O pounD BOOK O FLOPPY DISK - O CHRONOLOGICAL . O OTHER(SPECIFY)
O AuD!O TAPE 0O VIDEO TAPE 0 GEOCRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) ¥ FiLE DRAVER(S)
1/2 O MICROFILM REEL(S)
KUNEER O COMPUTER TAPE(S)
o] oma(sezmm__

11. FiLE 1S USED . ) 12. FILE BECOMES INACTIVE AFTER (case closed) | I
Kpairy O EEKLY O MONTHLY —— -0 MONTH( S ) C YEAR(S) '

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) * 14. 1S RECORD SERIES DUPLICATED ELSEWHERE 1

* 301 West Preston Street = . ter “38 SPECIFY 20ENCY OR OFFicE) :

. o

Rm 1004 YES @ No
15. ACCESS RESTRICTIONS XyEs O No 16. AUDIT REQUIREMENTS

(sr ves, ciTe Law{s) & recuration(s) Older B

Americans Act Regs 1321.5(d) 1321.11( ) NONE O STATE O FEDERAL 0O [NDEPENDENT

. Is | EM USED? D o Lo l
17. IS AN INDEX SYST Lir yes.oorcan 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIEE ANY MANDBRARE/ SOPTWARE ) ) ) -
0yes & No ' Retain Permanently. Transfer
periodically to state archives.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Suzanne Bosstick )
Chief, Long Term Care 301-225-1083 5/10/90

2. La23




ANSTRUCTICNL - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REV ISED RECORD SERIES.

350-1)

FORWARD
RECORDS RETENTION SCHEDULE

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _ 9 or 9

1. DEFARTMENT /AGENCY

Maryland Office an Aging

2. Dlvision

Long Term Care

3. WNIT Institutional/
Protective Services

DEFINITION-RECORD SERIES-

A GROUPF OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

Senior Life Enrichment Program Files

AND USED ABE A UNIT POR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFOIES .

5. EARLIEST YEAR/LATEST YEAR
1988 7o 1990

e e

‘IN THE SERIES.

BRIKFLY DES BE THE 1 4 ©
6. RECORD SERIES DESCRIPTION ‘ CR1 TYPES OF INFORMATIONIDOCUH!NTS/PORMB FoUND
INCLUDE TME PURPOSE OR PUNCTION or THE B!Pl:sl

These files contain information necessary for the operatlon of the Life

Enrichment Program.

7. RECORD SERIES FORMAT[S)

0 LETTER SI1ZE O MICROFILM
LEGAL SIZE 'O COMFUTER TAPE

0 pouND BOOK O FLOPPY DISK

0O Auplo TAPE O VIDEO TAPE

K OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL

0 NUMERICAL

O CHRONOLOGICAL

O GEOCRAPHICAL

& oTHER(SPECIFY)

9. VOLUME

8 FILE DRAWER(S)

O MICROFILM REEL(S)
.2 ____ O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

& FILE DRAMER(S)
1 O MICROFILM REEL{S)"
RUkseR O COMPUTER TAPE(S)

OtnunusaauzzL_____

computer hard drive category
1. FiLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
» paiLy O ¥EEKLY O MONTHLY O MoNTH(S)

RUHSER

B YEAR(S)

13. CURRENT LOCATION(S]) ([BLDG.,FLOOR,ROOM]) .

301 West Preston
Room 1004

14.

ti1r vrs
Q yes lauo

IS RECORD SERIES DUPL ICATED ELSEWHERE?
SPECIFY 2.0ENCY OR OFFicE)

13. ACCESS RESTRICTIONS

G vyes
{1r ven, ciTK LAI(I):, recuLATION )

£ No

16. AUDIT REQUIREMENTS

X noe O STATE O FEDERAL O umepaczur

iraton 0.

17. IS AN INDEX SYSTEM USED? (1r vyEs.2)PLAIN
BRIEFPLY AND DESCRIEBE ANY "A"D.AR:I’O'Y'QR‘)

Qyes & no

Retain for

e
18. RECCMMENDED RETENTION-
3 yeq;s,

2
-

fa .9 -oira

"'§ g 1525.}‘ ;’-‘S’s

then destroy

- - 1

n-‘w

e

.t 23 &
v

19. NAME AND TITLE _OF PREPAKRER
Suzanne Bosstick
Chief, Long Term Care

20. TELEPHONE NUMEER

301-225-1083

21. DATE

5/10/90

PO Y . |

terytern 2/78%2)




